
APPLICATION FOR RECORDS DISPOSITION STANDARD 
t 

. .  
,i 

INSTRUCTIONS: Prepare in duplicate and forward to'the Records Management Analyst, Management Systems Division 

Division of Contracts and Procurement 
Peachtree Summit, 401 W. Peachtree St. NE 
Atlanta, Georgia 30308 

6. Talephone Number 4. Person to Contact 

Joann L. Bahn 
7 Action Requested 

a Estirblish Retention Schedule; record wi l l  continue 10 accumulate. 

I,. 0 Dispose of preSent accumulation; no { rther accumulation anticipated. 

c. 0 Amend Application No. - __ Check One: 0 Change; 0 Supercede; 0 Void 
t 

______. 
9. Records Series Title (followed by tirle used in office; if different/ 

Latest 

1977 1 Present Vendor Infqcmation Packages, _ _  Files .__~_I_ .- I What i s  the function of the Division and the Office in which this record series is created? 0.  Division and Office Function 

8. Dates of  Series 
Eailiest 

The Division of Contracts and Procurement is responsible for developing, maintaining, and 
implementing Authority-wide purchasing procedures, consultant selection procedures, cen- 
tralized contracting procedures, and all competitive bidding on contracts under MARTA Act 

Specifically, the Division is responsible for the purchase of bus parts, materials and se. 
vices for transit operations; purchase 'of office supplies, furniture, equipment, miscel- 
laneous services and concessions; administrative management and documentation for all 
consultant, construction and demolition contracts and federally-funded procurements; main, 
tenance of all official contract .files, bidder's lists, vendor file directories, contract 
lists, and related special reports. 
maintenance of all contracts and related contract documents so that they are available fo: 

The Division is responsible for the retention and 

audit and periodic review. -- I 

Documents relating to: 

1. Record Series Description This file contains the following documents (include form numbers and rirles, if anvl: 
Attach samples of  the file. 

Automated system of vendor qualification and 
information. 

Vendor Information Sheet (Form 0848) and Items Supplied 
List (Form 0888) completed by vendor. 

. Included are 

. /  

File is arranged: Numerically by vendor number. 

-. ~ - _- 
!, Monthly Reference Rate How oflen are records referred to which are: 

1 . ; Thirteen to twenty-four months o l d L A 1 -  ; One to six months old 0 -1 ; Seven to twelve months old 0 - 
- .- ~~~ l_. 

twenty-five months and older ? ' . 
~ ~ 

I. Annual Rate of Accumulation of Records 

~ ---, 
\ I - \ -Y  .. .: ._ \>, .\-. - \ -  : 

Letter-size drawers __ --; Legal-size drawers ; Shelves 1 . ., ;Other Irpecifv)' .. 
3012 13/76) 



-- --- 
'*:.Quest!?!?2!~lp???E:y' in t h e p r o ~ e r o l u m n !  __  .~ ,i __ 

a. I s  this the oflicial copy of.the series! 

If not. where is i t ?  
~ .L ~ _ _ ~ _  ... ~ . ~ __ ~~ ~ ~. ~~_~_,..I___... 

h. Does the series contain confidential informalion requiring security handling? If yes. cite law or:regulation. 

scheduled separalely? 
1. Is  the information contained in this series ever published! If yes. attach copy, 

(I. Is the inlormblion conteined in this series ever rnalvzad andlor recorded in a summarized report?  

--.__._.~_I ~. . .. ~ ~ - _ ~  
-_ ~ ~~- . __ _ ~. .~ ~ . ~ ~. ~. .~ - 

- .- . ~ 
.~ ~ ~. .._l____~i_l_ 

If yes. attach copy. 
h. I s  there a duplication of this series in your office, or in another office or agency? 

If yes, where? 
I s  this series (ore maiorgortion of i l l  regularly microfilmed? 

_- ~. - 

-~ __ .~ ~, ~~ ~~ .~ ___ ~- 
i. 

~ I. 
~ _ -. - ~- .~ 

i. Does the record wries rbsult in a computer printout? . .  
- - - - ~. -- -- -_ - -. . . - -- 

n Requirements The following requires the wries to be kept: 

~ years d. Audit period 
~~~ _ -  years. 

- .__~ years. e. Administraiive need ~- CL __ years. 
-. I years. I .  Federal retention instruc~ions - __ years. 

a. State Law 

b. Statute of limitation 

c. Federal law 

Attach eopy or.excert of laws or regulations. Explain administrative need 

--.~- ~ 

-..- ~__I_.~I - - _  ~ ~ 

16 Approved Dispositton Instructions This agency recommends that lhe file senes Lw cuI o f f  at the end 01 each: 

1 1 Calenclni Yeat; 1-1 Fiscal Yeat: M o t h e r  &.~*..-- ~ . _ - ~  then. 

0 Hold in the current files area - 
0 Transfer to local holding area: hold -1 ~~~ . year(rl; then 

m n n t h ( s l ~ ~  _ _  ~ .- vearls); then 

Transfer to State Records Canter; hold -_a__- vearlsl; then 

Dutrov. 
0 Transfer to State Archives l6r permanent retention 

u Other /Spcrfyl 

Hold i n  c u r r e n t  f i l e s  area -20 years p-- -  da-e received.  

Transfer  t o  Authori ty  Records c e n t e r .  Hold f o r  two years .  Then 
des t roy .  

The! 

. /  

nstructions ap i  


